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GETTING STARTED
Type "TIP" from the root
directory to start the data entry
system.  What you will see on
your screen is the Main Menu. 
All of the features of the TIP
program can be accessed from
the Main Menu

Using TIP
Please note that at the bottom of each screen you will find the keys that are active during each
process followed by a brief indication of what they do.  To become acquainted with the system,
press the arrow keys to move around the menu.  After you highlight each option, press the
function key [F1] for a brief explanation of the functions that each option performs. Help is
available throughout the system, and can be accessed by pressing the function key [F1].  During
data entry, the help will explain what each field represents and what data can be entered into the
field.  In other features, the help explains how to accomplish your task.
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How  HELP Works
Whenever you press the [F1] key,
a box with context sensitive help
will be displayed.  The term
"context sensitive" means that the
program will sense where the
cursor is positioned and will give
you information relating to the
highlighted object.  While you do
data entry, the box will display
information about the field your
cursor is currently on.  If you are
on the menu, the help box will
display information about what
you can do with that menu option.

On the left side of the help box there is a small menu.  This menu will allow you to access other
topics for which help is available.  To access the other topics, press [T] or move the [Tab] key
until the Topics option is highlighted and then press [Enter].

If you have a mouse you may
double-click on the desired menu
option to activate it.  Once you
display the list of available items,
you may move among them by
using the Up and Down Arrows,
as well as the PgUp and PgDn
keys. You may also type the first
letters of the topic you want to see
and the cursor will be positioned
near that topic.
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The <<Next>> and
<<Previous>>options will allow
you to view the Next or the
Previous item
for which help is available.  If
there is an item in the text that
you want to look up, you may
highlight it and the <<Look
Up>> option will become
available. You may use the [Ctrl]
key and the Right Arrow key to
highlight the text you want to
look up.  If your system has a
mouse, you may press your left
button until the entire text you want to look up is highlighted.

When you are done, you can press the letter [L] and the program will attempt to locate the
selected topic.  If  it cannot be found, a message will be displayed letting you know there is no
help for the topic you selected and a list of the available topics will be displayed.

Selecting the <<See Also>> option, when available, will allow you to select related topics.  The
help box can be exited by pressing the [Esc] key.

When incorrect data is input
into a field and a list of valid
codes is available, a pick list
will appear on the screen.  You
may also activate the pick list
by pressing the function key
[F5].  The pick list contains a
description of each valid item
with the corresponding codes. 
To use it, you move through the
list and select the code by
pressing the [Enter] key, or you
may use the function key [F5]
to search for a specific item. 
For more information on this
topic, please see How to Use the Pick List .
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System Errors
If the system has any problems
reading the floppy drives, the
printer is not responding, or any
other unexpected error occurs, a
system error message will be
displayed on the screen.

You will be prompted to either
Try Again, if you have been able
to correct the problem, or to
Return to the Menu.  If the error
was unexpected, you should call
the telephone number displayed
on the screen.  The information displayed is very valuable to the programmers working with TIP,
so please make sure that it is available when you call.  If you decide to return to the Main Menu,
you may continue working with another option of the system or Exit to DOS.


